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NEW FEATURESNEW FEATURES
FOR ATTORNEYSFOR ATTORNEYS

Major  Changes in Version 4.0Major  Changes in Version 4.0

New User InterfacesNew User Interfaces
 Filing Filing –– new Case Participant Treenew Case Participant Tree
 Setting up Your Email InformationSetting up Your Email Information

Documents and AttachmentsDocuments and Attachments
 Adding AttachmentsAdding Attachments
 Numbering main documents and attachmentsNumbering main documents and attachments

Managing Large Civil CasesManaging Large Civil Cases (Chapters)(Chapters)

FilingFiling

During filing, the new Participant Tree is displayed on the left side 
of the screen.  The plus symbol (+) to the left of the party name 
can be used to expand the party information. This Tree is currently 
collapsed.



FilingFiling

This screen shows the Participant Tree expanded.

The Email Information screen in Maintain Your Email has been modified 
to provide more streamlined functionality.  The initial screen is displayed 
above.

Email Information ScreenEmail Information Screen

Click on the email address on the left side to display the Configuration 
options and the Case-specific options for that email address. The screen 
above shows the Configuration options on the right.  You can verify or 
change any of this email address’s configuration options on this screen.

To add an additional email address for the primary email, click on add 
new e-mail address.

Users can also opt out of receiving Announcement Notice emails; 
however, this setting can be overridden by the court.

Email Information Screen



Below the Configuration options are the Case-specific options for the 
selected email address.  Here you can add additional cases for noticing, 
delete case from noticing, or click on a specific case to change the email 
option for that case.  Notice that this attorney is set up for per filing email 
notification for all of his cases.  If any cases were set up for summary
email notification, they would be listed in the bottom part of the screen.

Email Information Screen

Adding Documents and AttachmentsAdding Documents and Attachments

The process of adding a main document and attachments during 
filing has been streamlined to only one screen. It functions the
same as the screen in previous versions.

Once a main document and the first attachment are added, a new row 
appears for the addition of another attachment.  This allows a user to 
see all the attachments added to an event.

NOTE:  The system requires either a category or a description for each 
attachment.

Adding Documents and AttachmentsAdding Documents and Attachments



When a document with attachments is filed, the attachments are 
numbered starting with #1, as shown in the docket entry above.  
Notice that the docket entry is #19, and it included a main document 
plus two attachments.

Numbering AttachmentsNumbering Attachments

When a user clicks on the Main document number to see the PDF 
documents, CM/ECF shows the Main document and any attachments.  
The attachments are now sequentially numbered starting with #1, as 
shown above.

Numbering AttachmentsNumbering Attachments

Version 4.0 provides the capability to collapse long party lists into 
“chapters,” or groups of parties. A case with over 100 parties will 
have the parties divided into chapters of 10 parties each. 

Each chapter is displayed in the participant tree as a hyperlink, and a 
chapter can be expanded by clicking on the hyperlink.

Managing Large Civil Cases (Chapters)Managing Large Civil Cases (Chapters)



This screen shows a chapter expanded, so that the individual parties 
can be viewed.

Managing Large Civil Cases (Chapters)Managing Large Civil Cases (Chapters)

Users now can run a combined Docket Report for a subset of criminal 
defendants in a multi-defendant case. A new View Combined Docket 
Report checkbox will be displayed beneath the case number list when 
a case number for a multi-defendant criminal case has been entered 
and two or more of the criminal defendant cases have been selected. 
Selecting the View Combined Docket Report checkbox allows the user 
to run the combined form of the report for the chosen subset of 
defendants.

Docket Sheet ReportDocket Sheet Report
(Multi(Multi--defendant criminal case)defendant criminal case)

A new warning message and additional options are now presented to 
users attempting to run a docket report for a case with 150 or more 
entries.  The warning message appears after the Run Report button 
is clicked. 

Docket Sheet Report Large docket report warning)Docket Sheet Report Large docket report warning)



Questions?Questions?

 Contact your local clerkContact your local clerk’’s office CM/ECF Help s office CM/ECF Help 
Desk tollDesk toll--free at:free at:

 Fort WayneFort Wayne (800) 745(800) 745--02650265

 HammondHammond (800) 473(800) 473--02930293

 South BendSouth Bend (866) 217(866) 217--59255925

 LafayetteLafayette (877) 377(877) 377--12191219


